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Introduction to Cataloging

Horizon cataloging provides you with the tools you need to create records on
your system, whether item, bibliographic, or authority. During Implementation,
you profile your system so it enforces your rules and preferences relating to the
cataloging of records.

You can do original cataloging in Horizon. You create, update, and maintain item
records at the Item/Copy List Window. You create update and maintain
bibliographic and authority records in the MARC Editor.

Before you can learn the skills to create, update, and maintain records on your
system, you should review this section to make sure you understand how to use
Horizon. This section describes basic Horizon functionality and workflow.

You will learn about these topics in this manual:

® Horizon review
® Searching overview
® MARC records (bibliographic and authority)

® Jtem records



Basic Cataloging

Logging into Horizon

You log into Horizon by double clicking on the Horizon icon on your computer
desktop. This action launches the Horizon executable. Before you can actually get
into Horizon you must supply your login and password information.

Follow these steps to log into Horizon:

1. Double click on the Horizon icon on your computer desktop. Horizon
displays the Horizon login screen:

Cogpright & 7 5854 856 e Manyuls, Mac. AN dghty resened
Coppight & 7 SSE-F00F ppivtech, iar, AN rghts resenren
Coppright 8 SMES0048 Renie Corpomaticn. AN cdohfs resened
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Pazsward: I Databaze: itrain?32 LJ
I 1l I Senrer.. I Cancel J

2. Enter your User ID in the User field.

3. Enter your password in the Password field.

Your system administrator can give you your User ID and
password. If you are logging into a training database (instead of

your live Horizon database) you may need to use a different User
ID and password.

Horizon remembers your Server and Database settings. If you
lose these settings due to an electrical surge or other unexpected
event, you will need your system administrator to supply the
database login and password before you can log into Horizon.
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Once you have entered in your password, the Options button becomes
highlighted. The Options button allows you to choose such things as the
location you are going to log into, and the font you are going to use.
These defaults are set on the training database so you do not have to set
them each time you log in. However, if you want to change them you can
do so.

If you want to change your login options, click Options. Otherwise, skip
to Step 6.

. You can change these options:

® The location you want to log into.
® The default owner.

® The language.

® The font you want to use.

® The font size you want to use.

. Mark the Make Default box if you want to save these defaults.

If you mark the Make Default box, the defaults will be attached to
this login. Anyone else who logs in with the same login will see
the defaults you set unless they change them in the Options box
when they log in.

. Click OK.

The Horizon Launcher opens: You have successfully logged into Horizon
and can now begin using the application.

Basic Cataloging
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Navigating the Launcher Environment.

The Horizon user interface is called the Launcher. The Horizon Launcher
provides the environment, functionality, and features for all Horizon modules.

Dynix designed the Launcher to be adaptable to the day-to-day workflow at your
library. You have a great deal of flexibility in the way you can organize your
Launcher, and the tools that you can make available by the click of a button.
These options are generally set up by your system administrator.

This is the Horizon Launcher.
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Navigation Bar

The bar on the left is the Navigation Bar (1). You open a folder by clicking on the
plus sign (+) next to it. You close a folder by clicking on the negative sign next to

it (-).

Processes on the Navigation Bar are represented by icons. You activate a process
by double-clicking on it. Depending on your internal library policies, it is
possible for you to organize and display the processes according to your
preferences. You may also be permitted to place third-party applications and/or
links to often-used websites in your Navigation Bar. These options, if available to
you, are granted by your system administrator.
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Menu Bar and Toolbar

The Menu Bar and Tool Bar (2) provide the tools and options that allow you to
interact with the open processes.

The Menu Bar is dynamic. In other words, Horizon populates a specific menu
with information relative to the active process (window). The other processes
that you have open, and what actions you have taken within those windows help
determine the availability of menu options and program functions.

The Toolbar comprises a number of buttons, which, when clicked, launch
Horizon processes or other applications. Buttons may be displayed in a small
format to conserve screen space, or in a large format for ease of use.

By default, Horizon displays buttons with standard Windows features, such as
Print, Save, Cut, Copy, Paste, and so forth. Additionally, you can display any
Horizon process in the Navigation Bar as a button for greater accessibility.
Finally, if permitted at your library, you can create buttons for any third-party
applications as well.

The Launcher has the potential to be the interface point with all programs and
workflows that you conduct at your computer. Your system administrator
controls the full range of the Horizon Launcher’s features and functionality.

Workspace

The picture pane area on the right-side of the Launcher is the workspace (3). This
is the area where all the Horizon processes (work windows) open. Windows that
open in the workspace can be resized, minimized, and shown full-screen to fit
your needs.

There is an option on the View menu to keep your Launcher in Workbook mode.
It is a good idea to keep your Launcher in Workbook mode because with it you
get a tab for every window that is open. This allows you to easily see which
windows are open. You can also click on a respective tab to display the desired
window to the front and to quickly move between open windows.
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Understanding the Dynamic Nature of Menus

In the following step-by-step example, you will see demonstrated the dynamic
nature of menu options.

Follow these steps to review the dynamic nature of menus:

1. Open the Checkout window.
2. Identify a borrower.

3. Click on the Borrower menu to see the options available to you. You
notice that you have a limited set of options at this point.

4. Click on the Clear button at Checkout to clear the screen.

5. Click again on the Borrower menu.

With no borrower identified in Checkout, you have fewer menu options
available to you. In other words, by identifying the borrower to the
system, you have many more menu options to choose from—for example,
seeing borrower requests, and blocks and payments history information.
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Searching for Records

Horizon searching uses indexes that have been created for the bibliographic
information in your database. These indexes give you different ways to find
information in your database.

When you set up your production database, your system administrator
determines which searches appear on your search menus, as well as their order.
Keep in mind that the list of search indexes you see on a training database may
be different from the ones on your live database.

There are three kinds of searches in Horizon: keyword searches, browse (or
alphabetical) searches, and exact match searches. Keyword searches allow you to
search the database for bibs that contain a particular word or words. Browse
searches return an alphabetical list of bibs. You are positioned in the list at the
word you searched for. Finally, exact match searches return one bib record that
matches the search exaCltrly, such as a particular barcode or ISBN number.

The diagram on the following page illustrates the screen progression that occurs
when conducting a search. The workflow typically includes four primary
screens, but even that may change depending on the type of search you conduct
and the results set that is returned from your query.

You will learn about these topics in this section:
® Keyword searches

® Browse (or Alphabetical) searches

® Exact Match searches



Basic

Cataloging

(F2)

Main Search

Window

List Window
Search Types

Browse (Open list) Bip Display
Keyword (Closed list) Window
Exact Match (Displays Copv/ltems
direCirly to a bib N Wi
record)

Keyword Searches

Keyword searches query the database and return all matches for a certain term.
The term can appear anywhere in the MARC tags and subfields that have been
mapped to that particular index. Keyword searches are often used when you
have general information and are looking for anything that matches.

As an example, a title keyword search might have 245 tag information (title)
mapped, 246 tag information (varying form of title), and 520 tag information
(summary notes) mapped. The search results set that Horizon returns are those
records in your database that matched your search term in the associated
tags/subfields.

Follow these steps to conduct a title keyword search for the
term “sports”.

1. Click the plus sign (+) next to Searching.
. Double-click the Search PAC process (or press F2).

2

3. Select the Title Keyword search.

4. Enter “sports” in the Search for: field.
5

Click OK. This screen displays a list of matches, giving basic title, author,
and pub date information.

Horizon Core Training 8 Introduction to the MARC Record



Follow these steps to see the full bib record:
1. Select one of the items on the list.
2. Click Show Detail. This screen shows the full bib record.

To see the individual item records (or holdings) records, do
the following.

1. Click Show Copies. If there were items at this location, they would be
located on this screen. Since there are not, you can choose to view copies
that are at other locations.

2. Click All Locations. This screen shows all of the item records that are
attached to this bib. Now that you’'ve seen a sample search, here are some
other suggestions for keyword searches on the training database. Feel free
to experiment with other searches as well

The result screen shows an alphabetical list of subjects. The one you
entered, or the one closest to it, will appear third on the list with an arrow
pointing to it. The two listed above let you see others that appear near
your term.

Browse (Alphabetical) Searches

Browse searches query the database and place you in an alphabetical list at the
first instance of the search term. Alphabetical searches are often used when you
have specific information (like a specific title or subject). In this case, you want to
be positioned in the list according to your entry.

Follow these steps to conduct a title alphabetical search for
the term “sports”:

1. Click the plus sign (+) next to Searching.

2. Double-click the Search PAC process (or press F2).

3. Select the Title Browse search.

4. Enter “sports” in the Search for field.

5. Click OK. This screen displays the list of titles in your database with the
cursor positioned at the first instance of your search term. If the search

term does not exist, you will be at the point in the list (alphabetically)
where the entry would normally be found.

Exact Match Searches

Exact match searching lets you search for a bib by its ISBN, an item barcode, or
other unique identifier.

Follow these steps to conduct an exact match search:
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1. Click the plus sign (+) next to Searching.

2. Double-click the Search PAC process (or press F2).
3. Select the ISBN search.

4. Enter an ISBN number in the Search for field.

S

. Click OK. This screen displays the bibliographic record that matches your
ISBN search request exaCtrly.

The Send to Command (F10)
The Send to button is located on the button bar at the top of your Launcher. This
button (or function command) opens a list window dynamically populated based
on your current workflow.

You use the Send to button to transfer records from one place to another. For
example, you can transfer a record that you have searched for to Cataloging,
where you can edit it.

Follow these steps to send a record from PAC to the MARC
editor:

1. Double-click the Search PAC process (or press F2).
2. Display its bibliographic record.

3. Press F10 to send the item to the MARC editor.

4

. Edit the record in the MARC editor.
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Beginning Cataloging
Procedures

In This Section Learn About:

In this chapter we introduce you to basic
tasks related to MARC cataloging. This
workflow is a step-by-step approach, brief
by design, giving you the fast track steps
you need to perform a given task. This
document is intended to serve as a ready reference. Keep it by your computer to
use in the event you need a quick refresher on how to perform a given task.

) Introduction to the MARC record

) The MARC editor

Each MARC record is divided into tags, indicators, and subfields. Tags identify
information in fields, telling the computer what kind of data will follow. The
information in fields includes such items as titles, authors, publication
information, identifying numbers (like ISSN and ISBN), notes fields, and subjects
fields.

You can add, edit, and delete tags, indicators, and subfields to customize your
bibliographic records. Horizon keeps track of all changes made to your records,
which lets you extract accurate reporting and statistical data.

Horizon provides an extremely helpful tool to assist with MARC editing. (You
must be connected to the Internet from the computer you are using to have this
functionality.) While in the MARC Editor, you can click on any tag and then
press shift + F1 to launch your browser and connect to the Library of Congress
website. The browser takes you direCtrly to the part of the website that defines
tag, indicator, and subfield information for the tag you selected.

In this section you will receive an overview of the MARC record and the Horizon
MARC Editor.
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MARC bib record looks in the Horizon MARC Editor, with the
the record defined:
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You have several display options that affect the way MARC information displays

in the MARC
toggles—and

® Ex

Editor. These options are found on the View Menu. They work like
are either turned “on” or turned “off”:

panded. Displays the fixed fields in an expanded view so you can

better see the information in each fixed field position. The screen print
above is displaying in expanded mode.

® Vertical. Displays each subfield on a separate line. This extends the
record vertically, but lets you see subfield information more easily.

® Labeled. Displays the MARC definition of the tag in the far left-hand
part of the screen. This view is especially useful for those new to
MARC or with little MARC cataloging experience.

® Labeled Vertical. Combines the features of the Vertical and Labeled
views.

Horizon Core Training
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Tags and Fields

A field contains data that makes up a portion of a MARC record. A tag is a three-
digit number that identifies the type of information in its corresponding field.
MARC rules govern what information a tag identifies. The term “tag” is
sometimes used to designate an entire piece of information, including the
three-digit number, the indicator, and all the subfields.

Horizon provides a defined list of MARC tags. When you want to add a tag to a
record, you can open the list to choose a valid tag. You can also add a tag by
opening a new line and entering the tag number manually.

A MARC record contains these types of fields:

Fixed Fields. Fixed fields are often called control fields. They are divided into
positions. Each position contains information about the record in abbreviated
form. The information in a fixed field can fill only the predefined length of the
field. Fixed field positions have a valid set of values or codes defined by MARC
standards.

Use caution when editing fixed fields. Most information is specific
as set by MARC standards. Anything you change or delete
should conform to the applicable standards.

Variable Fields. Variable fields can contain varied lengths of information, as
specified by the MARC cataloging rules that your library follows. Variable fields
can be linking or nonlinking;:

Linking fields. These fields include authority-controlled, bib-to-bib, URL,
multimedia, and other linking fields. The authority-controlled fields contain
information from the authority record (author, subject, or series) to which the bib
record is attached. For example, tag 100 is an authority-controlled tag that
displays the main author.) Other linking fields contain information relating to the
item (such as a URL, electronic data, or a sound file) that the field links to.

Nonlinking fields. These fields contain information about the bib record that is
not from another record or associated with another item. (For example, tag 245 is
a nonauthority-controlled tag that displays the title.)

Indicators

An indicator is one of two character positions that follow a tag number. Each
position is one character long and consists of an underscore or blank (for
undefined) or a digit from 0 to 9. The meaning of each indicator varies from tag
to tag and is defined by MARC standards. You can edit an indicator direCtrly in
the MARC record.

Most indicators contain information that describe the tag. (For example, the first
indicator of a 110 corporate name tag indicates whether the name is inverted or
in direct order.) You may have fields that use both indicators, neither indicator,
or only the first or only the second indicator. When an indicator is not used , it is
left blank and referred to as an “undefined” indicator. Some indicators can
determine nonfiling characters. These indicators determine how many leading
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characters Horizon ignores when it creates a list that you can browse
alphabetically.

For example, the title The one and only has a nonfiling indicator of “4.” Horizon
ignores the first four characters (the space after “The” counts as a character) and
files the title using “One” in an alphabetical list. If you leave a nonfiling indicator
blank, Horizon checks the Article table when saving the record to see if it can
enter an indicator for you.

Subfields

A subfield contains information within a field. Each subfield starts with a
delimiter and is labeled with either a letter or number, called a subfield code.
You can edit the subfield code without changing the information in the subfield.
You can also change the information. For example, in the previous MARC 21
publication tag (260), the three subfields have the codes a, b, and c respectively.

Subfields may or may not display in a tag in alphabetical order; order is
determined by standard cataloging rules. Also, some subfield codes may be
repeated (duplicated) within a tag.

Horizon provides a defined list of MARC subfields. When you want to add a
subfield to a field, you can open the list to choose a valid subfield. You can also
add a subfield by entering the subfield code manually. To edit a subfield in an
authority-controlled tag, you can edit the corresponding authority record for that
tag, or you can edit the subfield in the bib record.

If you edit an authority-controlled subfield in the bib record,
Horizon breaks the link and you may affect the authority record.
Any further linking of that edited information is based on the link
settings.

Validity and Repeatability of Tags, Indicators, and Subfields

When you try to add a tag, indicator, or subfield to a record, Horizon verifies that
the tag is valid for that record or that the indicator or subfield is valid for that
tag—according to MARC standards as your system administrator has defined
them for your database. Horizon also checks to see if the tag or subfield is
repeatable according to your library’s defined MARC standards.

If you add a tag, indicator, or subfield that is not valid or repeatable, and if you
have activated Error Checking, Horizon displays a message in the error window
telling you that the tag, indicator, or subfield is not valid or is nonrepeatable.
Horizon may also display the erroneous information in a different color,
depending on your field settings.
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Features of the MARC Editor

You have learned that the MARC Editor is the place where you create, update,
and delete bibliographic and authority records in Horizon. The next section
teaches you how to use the MARC Editor. You get records into the MARC editor
by searching for them and sending them to the MARC Editor.

This is the MARC Editor, with a bib record open in the Editor and the editing
options displayed on the screen:
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650 0 fa Beef cattle {7 lowa.
650 0 fa Cattle trade 17 lowa.
898 . .. a3
998 _ _ ta3994 =
(%] Ll |
2y Search for; .. % Bib: 3994

System Administrator LM

You can access editing options from the Edit menu, as shown above, or you can
display them by making a right button click on the mouse. Horizon displays
context-sensitive options based on the tag or subfield position of the cursor.

If the options that you need do not display with the right button mouse click,
make sure you have placed the cursor in the correct tag or subfield. For example,
if you are looking for options that pertain to authority records, you must right
click in an authority-controlled field or you will not have the options available to
you.
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Using the MARC Editor

In This Section Learn About:

J Opening a Bib Record

° The Record Header and the MARC
Editor Buttons

o Adding and Inserting Tags and
Subfields

. Editing a Bib Record

o Copying a Bib Record

J Importing a Bib Record

. Exporting a Bib Record

J Using 7Z39.50 to Import a Bib

The MARC Editor is designed to give
you a high degree of flexibility in the
way you display and work with MARC
records.

While in the MARC Editor, the
Customize Editor option on the Tools
Menu lets you personalize the MARC
Editor in these ways:

O

Change the display colors of different
parts of the window.

Control spacing between different
parts of the window.

Determine characters used for
delimiters.

Select font and background display
settings.

o Select keyboard shortcuts characters.

o Determine bib and authority linking preferences

Customize Editor is a system administration feature. Your system administrator
will take care of these and other MARC Editor profiling matters, such as
workform setup, creating import profiles, and determining the syntax and

validation of tags and subfields.

While in the MARC Editor, you have several display preferences to choose from;
these are located under the View and Window Menus.

Horizon Core Training 16

MARC Bib Editing



Basic Cataloging

Opening a Bib Record

You open an existing bib record on your system by searching for the record and
then using the Send to command (F10) to send the record to cataloging. Horizon
provides tools in the Cataloging folder in the Navigation bar that let you display
a specific bib or authority, provided you have its unique number to search on.

Be aware that searching for a record in an authority list (author,
subject, or series) then using the Send to command results in
sending the authority record into the MARC Editor.

Follow these steps to open a bib record in the MARC Editor:

1. Press F2 to conduct a search.

2. Search for the desired bib record.

3. Press F10 to send the record to the MARC Editor. The system displays a
window like this one:
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England, and the Metherlands) —v. 2. The eighteenth century in Germany, and
the nineteenth century in Europe and he United States of America,
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4. Edit the record. Use standard key commands for Microsoft Windows
applications (for example, Ctrl + C to copy, Ctrl + X to cut, Ctrl + V to
paste, and so forth).

Most editing options are on the Edit Menu. You can also do a right mouse
click anywhere in the record. Horizon will display context-sensitive
options for you to choose from. (In other words, the exact location of your
mouse click determines the options that appear, whether you are in a tag,
subfield, or indicator, for example.)

5. When you have completed your editing, save and close the record.

Multiple people can open the same record in Horizon at the same
time. Horizon recognizes when there are concurrent users. The
first person to save changes locks the record. The other people,
as they attempt to save any changes they made to the record,
receive a Concurrency Error message.

If you receive a Concurrency Error message, you will need to
close the record without saving your changes. When you open
the record again, it will display the changes made by the first
person to have saved the record. You can then determine
whether to make additional changes, or not.
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The Record Header and the MARC Editor Buttons

The colored band across the top of a record is the header. It displays in a different
color to call attention to the information in the header. One of the very helpful
features of the MARC Editor is the last field that displays in the header. It is a
dynamic display that identifies the current tag or subfield you are currently
working with.

Notice that the header also supplies current status, creation and update dates,
ownership (if used), and the number of items attached to the bib record.
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the revival of learning to the end of the eighteenth century (in Italy, France,
England, and the Metherlands) —+. 3. The eighteenth century in Germany, and
the nineteenth cenfury in Europe and he United States of America,

Across the top of the header is an array of six buttons that provide key
functionality in the MARC Editor. This is the button array:

Ay e ke !
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MARC Editor buttons are defined in this list:

____________________

_____________________________________________________________________________

_____________________________________________________________________________

Show/Hide Errors. Toggles between showing errors at
the bottom of the MARC Editor (if applicable), and
hiding errors.

Reformat. Reformats the record to display tags in
numerical order; it also cleans up the record by deleting
any unused tags or subfields.

_____________________________________________________________________________

Spell Check. Spell checks text fields where it makes
sense to do so—for example, the 245 and 5xx fields.

_____________________________________________________________________________

Link. Use to create a link between records open in the
MARC Editor, or to add See and See Also links to
authority records.

Merge. Merges two or more bib records. Items attached
remain with the surviving record. You can also merge
authority records. Bibs linked to authorities remain with :
the surviving authority record. '

Items. Displays the Copy/Item List window, where all
item creation, updating, maintenance, and deletion
occur. You can also access the Copy/Item List window
by searching (F2) and sending to (F10) the Copy/Item
List.

Control Record. Displays record creation, update, and
status information. Use this feature to see specific
details for a given record.

You will learn the context and workflow associated with each of these buttons as
you work through the tasks in this manual.
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Adding and Inserting Tags and Subfields

Horizon provides quick and useful tools to help you with your MARC editing.
Most editing commands can be found on the Edit menu when in the MARC
Editor; they are also accessible as shortcut key commands for those that prefer to
keep their hands on the keyboard.

You can also display your edit options by executing a right-button mouse click
in the MARC Editor. The right-button mouse click is context sensitive, displaying
information specific to the tag, indicator, or subfield within the record.

Many of the editing options can be divided into two categories: Insert commands
and Add commands.

Insert Commands. Assumes you know the tag or subfield information you
want to enter and you just need a blank tag or subfield to work with.

Add Commands. Assumes you are uncertain of the tag or subfield
information you are working with and you would like to make a selection
from a list of valid MARC cataloging choices.

Follow these steps to add a tag or subfield into a bib record:

1. Send a record to the MARC Editor.

2. Position your cursor in the record at the place you would like to add a
new tag or subfield.

3. Select the Add Tag option from the Edit menu (or from the right button
click within the bib record). Horizon displays a window like this one,
listing your editing options:

Customize Editor

Send To 4
Yalid Codes Fiz
Insert Tag Ctrl + ENTER.
Insert Subfield Chrl +

© Add Subfield el + 1 1}5
Copy Tag Ctrl + R
Select Tag Chrl + 3
Delete Tag Chrl+ K

Delete to end of Tag Chrl + O

Insert Delimiters 4
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4. Select Add Tag (Ctrl + T) to add a new tag; or select Add Subfield (Ctrl +
U) to add a new subfield. When you use the add command, Horizon
displays a list of valid tags or subfields, as the case may be, for you to
choose from.

5. This is an Add Tag list with the 246 tag selected:

TaglD | Description /] Add Tag |
098 Locally Azzigned MLM Call #
093 Other Classification Schemes Canicel
093 Local Free-Text Call Murber
100 kair Entry - Perzonal Mame
110 kair Enitry - Carporate Mame
111 M ain Entry - Meeting Name |
130 b airy Entry - nifarm Title =
210 Abbreviated Title
211 [Obzolete] Acronym or Shortened Title
22 [Dbsolete] Vanant Sccess Title
214 [Obzolete] Augmented Title
222 F.ey Title
240 LIriform Title
241 [Obsolete] Romanized Title
242 Tranzlation af Title by Cataloging Agency
243 Collective Uniform Title
245 Title Statement
247 Farmer Title
2580 Edition Statement
284 Muzical Fresentation Statement 7
b _Cartoioranhic bd stharnstical Nsba
gl &

6. Select the appropriate tag from the list and click on the Add Tag button.
Horizon adds the tag into the MARC Editor at the point of insertion.

If you inadvertently added the tag in the wrong place, you can use the
Reformat button at the top of the MARC Editor to clean things up when
you have finished with the record.

Be careful that you do not press Reformat before you are done
editing the record. Besides rearranging tags in the MARC Editor,
Reformat also strips any blank tags or subfields from the record.
If you are doing original cataloging, that means you will have to
add back in the default (workform) tags and subfields that were
deleted.

7. The workflow for adding a subfield is pretty much the same as adding a
tag. You simply select the Add Subfield option from the list instead of the
Add Tag option.
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This is an Add Subfield list. It displays valid subfields for a 246 tag:

Selont Subfisld(s) to 400

x|

Subfi.. | Description
= Linkage
El Flel link. and zequence number

b Remainder af hitle

C Remainder of title page tranzcnptiondstatement.of rezponabiliby
d [Dbzolete] Desigriation of zection
e [Dbzolete] Mame of part/zection
f Ihchuzive dates

a Bulk. dates

Fi Mediurm

ke Farm

1l Mumber of part/zection of a work
o Marme: ot part/zection of a wark

z YWerzion

Cancel

Add Subfield |

As you can see, using the Add command displays a list of valid tags or subfields,
as the case may be. You can make a selection from the list. There are other times
when you know which tag or subfield you want to enter and you simply want to
insert a blank tag or subfield so you can add it yourself. You use the Insert

command in these instances.

Follow these steps to insert a tag or subfield into a bib

record:

1. Send a record to the MARC Editor.

2. Position your cursor in the record at the place you would like to insert a

new tag or subfield.

3. Select the Insert Tag option from the Edit menu (or from the right button

click within the bib record).

Basic Cataloging
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Horizon displays a window like this one, listing your editing options:

Paste
Customize Editor
Send To

Yalid Codes

Insert Subfield
add Tag

Add Subfield
Copy Tag
Select Tag

Delete Tag

Delete to end of Tag

Insert Delimiters

Chrl + %

F1z
T

el #ENTER |
Chrl + %
Chrl+ T
Chrl + 1
Ctrl+ R

kel + 15
Chrl + K

Ctl+D

The Insert command adds a new blank tag into the record.

4. Type in the tag that you want and Horizon supplies the default indicators
and subfields for that tag based on your predetermined profiling

selections.

You use the insert subfield command when you are within a tag and you know
the subfields you want to enter. Typically, catalogers who know exactly what
they want to do in a record (and who want to speed up their entry), use the Insert
subfield command to keep their hands on the keyboard and expedite the process.

Notice that your commands to delete tags and subfields and to copy tags and
subfields are also accessed from this list. Options relating to authority records are
displayed when you access this list from within an authority-controlled field
(from the right button mouse click in the MARC Editor).
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Editing the Record

In this exercise you will learn some additional workflow for editing a record in
the MARC Editor.

Follow these steps to edit a bib record:

1. Open a record in the MARC Editor.

2. Click on a tag in the record and notice that the last line in the header
information gives you the MARC definition of the tag.

e =)

Al ok g |

Status: co Created: 5/7/2004 Updated: 10/22/2004

Cwned by Uinowned Items: 1

Field: Library of Congress Call Mumber [Optional] [:S

oo a1

0o 3378

nos 200320109102500.0

nog FF1220s7668_  epka. 0010 _eng

oo fa 1207198636 A4r92

035 $a 12019636 //r92

040 taDLCfcICU $d 10U $d DLE td UPRA

PsO 0 0 $aSH433 th A1668

mo 1 faWwalton, lzaak, $d 1593-1683,

240 1 0 ta Compleat angler

245 1 4 taThe compleat angler, or, The contemplative man's recreation | th Being a discourse of rivers, fish-
ponds, fish, & fishing. To which is added, The laws of angling ; with & new table of the particulars in
this book.

280 taThedth ed, much cor, and enl,

260 talondon: ib Printed for R Marriot and sold by C Harper, fc 1668,

W00 ta[16], 255 [16] p.: el ) e 15 cm,

LO0  taDedication signed: 1z, WWa.

BEO 0 taFishing t* Early works to 1800,

989 a 3376

In the example presented, the cursor is in the 050 Tag. Notice the arrow
at the bottom of the window header, showing that this tag is the LCCN.
In other words, Horizon provides you a dynamic listing that identifies
the MARC information that relates to the particular tag or subfield you
have currently selected.

3. Place your cursor over the information displayed in the author field (100
tag). Notice that the shape of the cursor changes.
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4. Double click on the 100 tag. Horizon displays the author authority:

B i 242y A=E]
Al ek !
Status: cc Created: 5/7/2004 Updated:
Cwned by Unowned Author-Sys Gen Eips! 1
Field: Leader [Optional]
bOO RecS: n Type z Char: 0
ELwl: o]
00g Date 040807 Gsub | Eom |
ane _ Kird! a Rules; 2
n Tser: n Ser: n
a Subj ¢] & 5]
Tsupd: | Lidef; - Govi u
REE! r pd: a Pers: n
Ll d Mo | CSre: u
100 1 taHopking, John Abel, $d 18%7-

The record is shown in Expanded view, meaning the fixed fields (tags
000 through 008) have been identified and opened up for your
convenience. You add and update See and See Also references here.

Creating See and See Also references are explained in detail in
the Intermediate Cataloging training.

You probably noticed that the MARC Editor displays portions of bib
records in different text colors. These are the default text colors assigned
to records in the MARC Editor:

® Red. Error text. Horizon does not recognize the information in this
tag or subfield. This alerts you that there may be a problem with
the information currently displaying in this field. Your system
administrator has done some advanced work to prevent locally
defined fields from displaying in error text.

® Navy Blue. Linked field. Text displaying in the dark-blue color,
and carrying an underline are most often authority-controlled
fields, though you might have other types of linked records
cataloged.
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You can double click on a linked field in the MARC Editor to go to
that linked record. If the record is an authority, Horizon will
display the authority record in the MARC Editor.

Orange. Delimiters.

Dark Green. Foreground text. You can assign this color to
different parts of the record, if desired.

Light Green. Read-only text. Text designated as read-only (based
on library staff login, if applicable) displays in this color.

. Practice editing the record current isplayed. ese reminders will he
5. Practice editing th d ly displayed. Th ind ill help
you navigate within the record:

Cut, Copy, Paste. The MARC Editor works a lot like a word
processor. Use your mouse to select text and then cut, copy, and
paste it between records or from place to place within a record.

Drag and Drop. When copying information from one record to
paste it into another record, select (highlight) the information in
one record and drag it into the next record.

Tab and Shift + Tab. The Tab key takes you forward through the
record, field by field. The Shift + Tab key combination takes you
backward through the record, field by field. If you have a
keyboard with arrows keys, they will work as well to move from
place to place in the record.

Accelerator Keys. For those who prefer to keep their hands on the
keyboard, Horizon is programmed so you can perform many
functions from the keyboard.

The Alt key is programmed as your accelerator key. Pressing this
key causes an underline to appear on the menu headings at the
very top of the Launcher. Pressing Alt in combination with one of
the underlined letters opens that menu; entering any other
underlined option in the menu will perform that command.

For example, if I enter Alt +E, the Edit menu opens. I can then
enter M to add a tag from a list. Horizon displays the tag list
window and I can select the tag from the window.

Practice with accelerator keys. Once you have memorized them
you will find that this technique accommodates the fastest
workflow.

6. Click on the Save button to save any changes you made to the record. If

you attempt to close the record without saving, Horizon will prompt you.

7. Press Esc to close the record.

Basic Cataloging
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Copying a Bib Record
Copying a bib record is a quick way to create a new record when much or most
of the information in the existing record is similar or the same as what you want
to appear in the new record.

Follow these

steps to copy a bib record:

1. Open a record in the MARC Editor.

2. Select File, Copy Record. Horizon displays a carbon copy of the original:

B i o - New Bib ‘-—"-I"-Jaﬁ
A ek et
Status: co Created: Lipdated;
Cwned by Unowned [tems: O
Field: Dates associated with a narne [Dptional, Link Always]
oon Rech: n Type: a BLwl! m
il = Char: ELwl: 1
Catfr _ Link:
001 3376
0os 20030103102800.0
008 Date; 7771220 D5 5 Dates: 1668
— i enk IILs a
Audn, Farrm. .
GPub: Confi 0 0
Iriety: 1 Fict: 0
Lang: 2ng MRec: =
010 ta 12019636 //r32
035 a2 12018636 4/r82
040 $a DLC $c ICU $d 10U $d DLEC $d URRA
050 0 0 faSH433 tb A1668
100 1 tawWalton, Izaak, $d 1593-1683.
240 1 0 fa Compleat angler
245 1 4 taTha compleat angler, or, The contemplative man's recreation | th Being a discourse
of rivers, fish-ponds, fish, & fishing To which is added, The laws of angling : with a new
table of the particulars in this book,
250 faThe 4th ed, much cor, and enl,
260 _ _ falondon b Printed for R Marriot and sold by C. Harper, tc 1668.
300 ta[16], 255 [16] p. i tbill.; ¢ 15 cm.
500 ta Dedication signed: 1z, Wa,
BE0 0 fa Fishing fx Early works to 1800.
gog  +a 3376

Because the new bib record is a carbon copy of the original, it
can be confusing as to which record is which when you start to
edit. The new bib will be identified at the top of its window as a
new record; additionally, the tab at the bottom of the workspace
will identify the record as being new.
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3. Make any changes to the record. See the previous task if you need any

help remembering basic navigation skills within the record or if you need
a reminder on how to access editing commands or features.

. When you have finished editing the record, press Ctrl + S to save the

record (or select File, Save).

Horizon saves the new record. The new record will display its newly
system-assigned bib number where it was moments ago displaying
“New.” The bib number will also display at the very top of the Horizon
window (providing that record is displayed to the front in the MARC
Editor), and on the workspace tab as well (providing the Workbook
mode is activated).

Basic Cataloging
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Importing MARC Records

The most common way to add records to your Horizon database is to import
them from a trusted source, such as Library of Congress, OCLC or another record
vendor.

Horizon uses an Import Source Profile to determine the specifics of what
information you want to come into your database on the import. The Import
Source Profile also determines such things as the details for automatic record
creation when no matches exist on the database, the match points Horizon uses
to overlay existing records in the database, and the status Horizon gives to any
newly imported records.

You can import records that you have downloaded to your computer, or that you
have stored on a CD-ROM or floppy disk. It is common to download records
through the Internet, provided the vendor in question allows you to export
MARC records direCtrly from their database.

Follow these steps to import MARC records:

1. Open the Import window by double clicking on the Import icon in the
Cataloging menu (its default position). Horizon displays the Import

window:
E: TS S U T LTI |_3
Impaoart File |A:\I File
Import Source |bm}:»l_ Codes |
Owerlay Bibs  © Mewver & Always O lfnewerthan localdate O If newer than Marc date
Overlay Auths ¢ Mewver & Always O [fnewerthan localdate O I newer than hdars date
Cverlay itnew auth Use Codevalidated  © Mewer  © Always = |f system penerated Logtomanual revies [
Owerlay itauth Use Code invalidated ™ Mewer O Always O Ifsystem generated Logto manual review W
Create new hib it not averlaid W Create new auth it not ovarlaid ¥
Ouerlay tems ™ Mewer © Always
Delete tems ™ MNewver  Always
Mew Bil Status | Codes |

Bib Overlay Change Status [

Mew Auth Status ] Codes

Auth Owerlay Change Status [

Mesw Bib Staff anly [ Mew Auth Staff only [
Selection |— Codes
ner |—1— GRS Codes |
Startprocessat | 000 & AM O PM  StartprocessonDated |

o8 | Canceal ] I J | Fage | of
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2. Enter the path to the file you are importing in the Import File field. For
example, if the file you are importing is on a CD-ROM in your D: drive,
click on the File button and select the D: drive, then select the applicable
tile from the CD-ROM.

3. Select an import source. Your system administrator will have already set
up your import source profiles. You should have a clear understanding of
which profile to use for a given situation. The profile you select will
determine whether or not to create item records, the match points that
have been selected for overlays, and the status of records newly imported,
among other things.

For a complete discussion of all fields on the Import window,
refer to your Cataloging Users Guide. It should help you to know
that once you select an import source profile, the settings on the
Import window are static and consistent as you bring new records
in. Once you know the settings to use for an import source, you
will infrequently have to alter them.

4. Press OK to start the import process. Horizon displays a counter window
like this one, showing you details about the import:

r

© S Elx]

File CaDocuments and Settingsimbihdy Documents\Dy nixmpoart
Bihs Authorities
0 Cwierlaid Bibs 0 Owerlaid Auths
3 Mew Bihs 0 Mew Auths
0 Duplicate Bibs 0 Duplicate Auths
0 Links Created 0 Deleted Auths
0 Bik Errars 0 Auth Errors
[terns
0 Overlaid tems 0 Deleted ltems
0 Mew lterms 0 hent Errors
‘hMessages
| Abort

You can see from this window that Horizon displays information about
bibs, authorities, and items that were imported. (These displays will vary
depending on the import source you selected.)
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When the import is complete, Horizon displays a MARC import
complete message in the Messages portion of the window. Errors, if they
occur, are also noted.

5. Click Close to close the Import progress dialog box.

6. If errors occur, open the Data Load Error Log (located in the
Administration menu) to see what errors occurred. Certain errors indicate
unknown information was appended to the end of the file, and you can
simply delete the message from the log. Other errors indicate more
detailed problems with profiling and may require you to seek additional
help for resolution.
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Exporting MARC Records

You can export MARC records in your system to a file on your computer. You
can then email the file to others.

Follow these steps to export a MARC record:

1. With the record you want to export displaying in the MARC Editor, select

File, Export Record(s).

Horizon displays the Code Lookup window:

rrffuﬂ"—;—"lﬂﬂ'ﬁiu s Eeunrt

Code Page/TargetiDescription

itemadq

(B

Export with item data

L id
Target |nane Tatal:
ok | cancet| ads | Edn |
2. Make your selection from the list of available codes and press OK.
Horizon displays a save location dialog box.
)

L
My Recent
Documents

@

Desktop

My Documents

My Computer

My Metwork
Places

Savein |E§] Desktop

lj':J My Documents

Ij My Computer
Sd iy Netwark Places
Eancrobat Reader 5.0
ﬂ Cikriz Program Meighborhood
%Java ‘Web Start
&. PC Reliance
ZFRed Alert 2
&Raports Manager 1.0
(57,3 Training Docs
IChagendas
I Applications
|CiDacument Library

| = B E
[CSIHP

[IHIPSTART

|4J Hoarizan

[ Icans

| Inservice Docs March 2004
|50 JeFF's Mew Stuff

) Mark

[C)Phone List_files
[CyRapidintake

[ 5aved Docs

(2} Update Files 4 EP

[ Utilities

Rl Dt Player 2,1

.

|jErik Patterson's Dogtfoot, avi

() Games E.Dynix Client

u | L ll

File: name: |Em[jm Save

Saveasype: |

|
=l

Cancel

3. Navigate to the location on your computer or network and save the
record as you would any other data file. (Be sure to give it a unique name
and remember where you saved it.)
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Using Z39.50 to Import Bibs

You can use the z39.50 standard protocol to import records from the Library of
Congress and into your database. Horizon comes with the required files so you
can connect to the Library of Congress via z39.50.

Be aware that for z39.50 searching to work, you must do some profiling ahead of
time. If you use z39.5 0, your system administrator will have set up the necessary
profiling ahead of your training session.

Follow these steps to import a file using z39.50:

1. Open the Searching folder in the Navigation bar and double click on the
239.50 Search option. Horizon displays a list of available z39.50 servers.

2. Select the desired server and click Connect. Horizon displays a search
window like the following (this example is a connection to Library of

Congress):
[ - =
| Bt of Bungiasg (G- 0 £ 08040 Saaie LE?I

Z39.60 Indexes:

LGN k
ISBMASSM Browse

General Keyword H
Title Browse

|FA

|Title Keyward

Search far: |b0tany

Search | Cancel ‘ Prew. Search I £3850 Server ‘

3. Select an index and enter a search term (in the example above we selected
a subject browse search on the term “botany”).

4. In either the List window (to multi-select), or at the bib display (to select
singularly), press F10 to send the record(s) to the MARC Editor if you
want to add the record(s) directly into Horizon. The record displays in the
MARC Editor.

5. Press Cntl + S to save the record (or select File, Save). The record is saved
into the Horizon database.
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If you want to save the record(s) to a file and then import them
into Horizon (using an import source profile to prevent
unnecessary duplication of records), select the Export Cataloging
Records option from the Send to window to send the records to a
file on your computer. You can send as many records as you like
and append them to the saved file before importing into Horizon.
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Authority Records

In This Section Learn About:

° Overview of authority control

. Attaching an authority to a bib

Certain tags and subfields in a MARC
record contain data used for searching—
such as author, subject, and series—where
uniform entries are important for accuracy
and consistency. To make sure that these
entries are uniform throughout the
database, Horizon controls these tags and

subfields, referred to as authority-controlled tags or subfields.

Suppose you conduct an author browse search for the name “Jones, Walter.”
Horizon displays a search results window that places you in the author authority
list at the point where Jones, Walter would appear, if he were actually in your
database. Sending the record to the MARC Editor sends the authority record (not
the bib record). You create, update, copy, and delete authority records in the

MARC Editor.

Only one authority record should exist for each authority entry. This authority
record is then linked to all bib records that display information the authority
record contains. You can also link authority records together, for example to
create See and See Also links in your database.

There are two parts to the Horizon software that help you maintain orderly

control your authority records:

® Authority link type. Determines the action Horizon takes when
information is added into an authority-controlled field.

® Browse link options. Provides a link through StaffPAC (by
default), where you can search your existing authority catalog to
verify whether or not the authority exists as presently represented.

Horizon Core Training

Authority Records



Basic Cataloging

If the record exists in your database, you can form a link to the
existing record to validate it. If the record does not exist on your
database, you can then add it as a new authority (assuming you
have the privileges to do so).

The default behavior of these settings is set in the Customize
Editor window (Tools, Customize Editor from the MARC Editor
window). The system administrator sets these defaults and has the
ability to change them, if necessary.

Authority Link Type

The authority link type setting determines how Horizon deals with information
you enter into an authority-controlled field in the MARC Editor. The action that
Horizon takes occurs at the time you save the changes made to the record.

Horizon gives you three options when setting up authority link types:

Always link. Creates a new authority for your entry into the field,
assuming no matching authority is found. Always link means Horizon
always creates the new authority (if no exact match to your entry is
found).

As an example, suppose you enter a new author by the name of Thomas
P. Jones in the 100 tag, with birth information of 1945 in the d subfield.
Suppose as well that there is a Thomas P. Jones already in your database,
but without the birth information in the d subfield. At the time you save
the record, the Always Link option would create a new authority record
for Thomas P. Jones because of the new d subfield information.

Link on match. Links to an existing authority only if it matches exactly,
including subfield information. If a record already in the system did not
match exactly your new entry, Horizon does not create a new authority.

In the preceding scenario, because a new authority was not created, your
new (unmatched) entry in the authority field would remain unlinked. As
such, it would also not be indexed and would not be searchable.

Never link. Never creates a new authority in the system. Selecting this
setting requires you to manually add (force) any new authorities into
your system.

Basic Cataloging
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Browse Link Options

The browse link setting has a default shortcut key command of Ctrl + B. When
adding any entry to an authority-controlled field, you would enter either partial
or full information into the field and then press Ctrl + B to browse your existing
authority catalog to see if the entry already resides in the catalog.

If the desired authority exists, simply click Link to create a link to that authority.
If the authority does not exist, your authority link type setting determines
whether or the system creates a new authority.
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Adding (Attaching) an Authority to a Bib

Having received an introduction to authority link types and to browse link
options, you are now ready to edit an authority-controlled field so you can see
first-hand how Horizon uses these tools to help you manage and maintain your
authorities.

Follow these steps to add an authority to a bib:

1. Open a record in the MARC Editor.

2. Enter the new authority in the appropriate field. For example, add a new
author into the 100 tag.

3. With the cursor in the newly created 100 tag, press Ctrl + B to browse for
a link in your authority catalog. The system displays the author (in this
case) list, positioned at the point the new authority would appear in the

list:
Q

Author Titles
Hotteterre, Jacgues, 1674-1763. 2 ﬂ
Hotteterre, Jacques, 1674-1763. Trio sonatas, op, 3 2

Z,\:anubraken,Arnnld, 1660-17149, 1
Hougen, Olaf A, (OlatAndreas), 1893- 1
Hough, Horatio Gates. 1
Houghton, B. (Bernard), 1935- 2 _J
Houk, Rose, 1950- 1 .
Householder, Fred W, (Fred Walter), 1913~ 1
Houston, Charles 5, 1
Houston, Edwin J. (Edwin James), 1847-1914, 2
Houston, William Cannon, 1852- 1

=
Your Search |HDubraKen,Arnuld,1560-1?19.

Link | Cancel | i I

4. If the desired author already exists in your database, simply select the
author from the list and press Link to create a valid link to the existing
authority record.
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5. 1f the desired author does not exist, press Cancel to dismiss this window.

With an unlinked authority, the action Horizon takes once you save the
record depends upon the authority link type that you have selected as
your default. There are three possibilities:

* Always link. Always creates the new authority when you save the
record (assuming no match was found)

* Link on match. Links to an existing authority only if your entry
matches exactly as entered into the record. If a matching authority
record does not exist, Horizon does not create one. Later, if you create
a matching authority record, Horizon creates the link when you save
the record.

* Never link. Never creates a system-generated authority for the
record.

6. . Press Ctrl + S to save the record.

7. Press Esc to close the MARC Editor (optional).
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ltem Records

In This Section Learn About:

Item records carry barcodes and represent

* Searching for an item record individual holdings (items) in the library.

o Creating a new item record You‘ can View. i‘tems in Ste‘lffPAC. You. can
do limited editing to the item record in

o Editing an item record Circulation using the Edit Item button. You
edit items in Cataloging at the Copy/Item

. Copying an item record List window.

o Deleting an item record You can access the Copy/Item List window
from the MARC Editor, or by searching for

a record and then using the Send to (F10)
command to send the item to the Copy/Item List window.

The item record contains collection, item type, item status, location, call number,
and price information, and so forth. It also contains three notes fields: one that
displays at Checkin, one that displays in PAC (the public side), and another that
is visible to library staff members only.

In this section you will learn how to search for, create, edit, copy, and delete item
records.

Basic Cataloging 41 Horizon Core Training



Basic Cataloging

Searching for an Item Record

You can search for an item record using StaffPAC and then use the Send to (F10)
command to send the item to the Copy/Item list for editing. If you know the
item barcode, you can use the Item Barcode Lookup process in the Item Record
folder (Navigation Bar) to access the item record.

Follow these steps to search for an item record:

1. Press F2 and search to a bib record.

2. Use the Send to command (F10) to send the record to the Copy/Item List
window:

@ Lis iz fur 5ib 049 Lju_’ﬂ EE=]

Location/Barcode Zollection Call Mo, Copy
W=p 1. City Public-South  South Fiction JoH 1=
mos291

Selection Total: 1

Edit | New| Sort. | Display.. J Dietail Status EIatn:hCreate|

From this window you can create a new record, edit an existing record,

create a single copy, batch create numerous copies, and delete item
records.
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Creating a New Item Record

You create a new item record from the Copy/Item List window. You can access
the Copy/Item List window from the MARC Editor, or by searching for a record
and using the Send to command.

Follow these steps to create a new item record:
1. Search for a title and send it to the Copy/Item List window.
2. Click New to create a new item record.
3. Complete the fields in the newly created record.
4. Click Save to save your changes.
3

. Click Close to close the newly created record.

The system displays the newly created record in the Copy/Item List

window.
o S —
W Llse |l fur Bib U5 (=] EE1
Location/Barcode Zollection Call Mo, Copy
W=p 1. City Public-South  South Fiction JoH E=.
mos291
Selection Tatal: 1
Edit | Mewy ] Sort ] Display. . Dietail Status Batch Create
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Copying an Item Record
When creating an additional copy of an item record, it is generally faster to
duplicate the existing record and then make changes to the copy. You can copy
item records one at a time or in a batch create.

Follow these steps to copy an item record:

1. Send an item to the Copy/Item List window.
2. Select (highlight) the item you want to copy

3. Select File, Copy Record. Horizon displays a copy of the item record that
Py play |94
you selected from the Copy/Item List window:

W
* ltem Barcode li
Iterm## Copy#
Created f Updatad Staff-Cnly |
* ltem Type l?‘di ? Codes
*Location  |main ! Wi - Nigir iz Codes
* Callection  Jmwid fait Vi Codes
Call Type  |dde Codes
Call Mo, |PZS.B2?E Pet 14998
Copy Statermant |c.1 SerialVolume Mo l_
Source | Price ﬁﬁﬁ—
W‘ : | | FPage Down ‘ Page | of 4

4. Update the fields in the item record. Some fields may be pre-populated
with default data, based on your profiling for copied records.

5. Click Save to save your changes to the new item record.

6. Click Close to close the item record and redisplay the Copy/Item List
window. You will see the newly created item in the list.
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Editing an Iltem Record

Your library defines the fields that display on the item record and the order in
which they display. The records on your system may vary in content and order
from those shown here.

Follow these steps to edit an item record:
1. Send an item to the Copy/Item List window.
2. Select (highlight) the item you want to edit.

3. Click Edit to edit the item record. Horizon displays the Edit Item

window:
@ Elfe (s for HlD DS L_J Cj EE1
*ltem Barcode  |moga049
termz 004 Copy#
Created 115¢ Lpdated Statt-Only [
*ltem Type  |21d S [ k3 Codes
*Location  |south W Bl - South Bran Codes
* Collection  |snf T N Fietion Codes
Call Type Codes
Call Mo, |680
Copy Staterrment | Serial Wolurme Mo,
SOurce | Price IDH._DD
Close | : | ] | Page Down I Paga | of 4

4. Update the fields in the item record.

Use the Page Up and Page Down buttons to move forward and
backward through the record. Screen size and screen resolution
settings will have an effect upon display sizes.

5. Click Save to save your changes to the updated item record.

6. Click Close to close the item record and redisplay the Copy/Item List
window. You will see the newly edited item in the list.
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Deleting an Item Record

You delete item records from Horizon at the Copy/Item List window. You can
delete items that have a status which allows deletion. For example, Horizon does
not let you delete items that are currently checked out, overdue, or that have a
hold against them.

Follow these steps to delete an item record:

1.
2.

Send an item to the Copy/Item List window.

Select (highlight) the item you want to delete.

. Select File, Delete Record to delete the item record. Horizon displays a

confirmation dialog box to ensure you don’t inadvertently delete an item
by mistake:

e 5 ¥
e pnssdy |_3
B!

9 Ok to delete selected.
-Jj recard{s)?

[

1=

Ok, Cancel |

Click OK to delete the record. Click Cancel if you changed your mind
and do not want to delete the record.

Horizon returns you to the Copy/Item List window.
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Training Exercises

As a part of your Horizon Implementation, Dynix ships you a small server
loaded with a control training database. The exercises in this section are matched
to the control database.

The instructions sets are organized so that you can move staff members through
training concurrently. Don’t worry about changing records in your training
database. You're not going to hurt anything. Just have fun.
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Practice Set 1

This practice set of training exercises reinforces the skills you learned as you moved
through your Horizon Basic Cataloging training. If you need help completing any of
these tasks, refer to the appropriate section of this manual where steps to perform the task
are given.

MARC Editor

1.
2.
3.

Search the Horizon database for a title.
Send the record to the MARC Editor.

Edit the record (Edit menu options) by doing these things:

° Delete the red (error text) 999 tag.
i Add a 520 summary notes tag and provide a summary of the book in
the a subfield.

i Add a 650 (subject heading) tag. Create the heading for “tropics.” Be
sure to use your Browse Link command to check against the authority
catalog and make sure the heading does not already exist.

i Add another 650 tag. This time use the Browse Link command and
connect with the subject heading “Philippines—description and
travel.”

i Misspell a word in your 245 tag; perform a spell check on your work.

. Select Ctrl +S to save the changes made to the record.
. Duplicate the record you just updated. Alter it slightly and save it.

. Duplicate the record again. Make minor changes to the third record. You

should have three bib records open in the MARC Editor at this point.

. Cut the summary notes (520 tag) from all records. Be sure to use the Cut

command (Ctrl + X) to do this. You will have a copy of the 520 tag in your
clipboard.

. Place your cursor at the bottom of one of the records and paste the

information from the clipboard back into the record.

. Select Window, Tile Vertically to position the open bib records side by side.

Select a field from one record and drag it (copy it) into another record. Add
additional notes to your record, if you would like to.

10.  Use the right mouse click button to edit the record as you like.

11.

Use the File, Delete Record option to delete your duplicate bibs.
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Copy/ltem List Window

1. Search the Horizon database for a title: “Blue Bay Mystery.”
2. Send the record to the Copy/Item List window.
3. Edit the record by doing these things:

Change the barcode (use any 10-digit number).
Change the location to “Main.”

Add Baker & Taylor into the Source field.

Add a price of 19.95 in the Price field.

4. Click Save to save your changes.

5. Click Close to close the item edit window.

Horizon redisplays the Copy/Item List window.

6. Copy the item record that you just created. Change its barcode and owning
location.

7. Delete the second item record you just created.

8. Click Esc to dismiss the Copy/Item List window.
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